INTERNET FORMS: GENERAL

INTERNET FORMS: GENERAL
When you log on to ACES and select Internet Forms, you will see three folders:
Internet Forms: General (four document icons representing four different
functions), Internet Forms: Health (seven functions), and Internet Forms:
Dependent (three functions). The diagram below is a map of Internet Forms
functions available to ACES users.

Internet Forms

General Health Dependent
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INTERNET FORMS: GENERAL

The Internet Forms Function

The General category of Internet Forms has four functions:

| Function: Purpose:
Holds saved transactions in batches until submitted to CalPERS
View/Manage Batch for processing. Transactions with Agency Errors are returned to

View/Manage Batch for correction.
Adds a new PERS appointment, with or without an attached

New Enroliment health enrollment, or Non-PERS/STRS appointme nt with health
enrollment.
Participant Change Edits an existing Participant's demographic information.

Changes a Participant’s appointment status and/or coverage
Appointment Change group. You may also change the Participant’s demographics at
the same time.

The screen below shows the Navigation Tree with the Internet Forms folder
expanded. It shows the four functions of the Internet Forms: General category,
and the unexpanded Health and Dependent folders.
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VIEW/MANAGE BATCH

View/Manage Batch

After you have entered and saved Internet Forms transactions, View/Manage
Batch holds them until you are ready to submit them to CalPERS for processing
(or until CalPERS picks up the batch for processing).

NOTE: You can submit more than one batch per day, up until the applicable
deadline (see Page 8). However, the transactions you completed will NOT be
processed unless you submit them using View/Manage Batch.

1. From the Internet Forms folder on the Navigation Tree, select
View/Manage Batch.

M rasn r

T T —

1 Lo tun
] chemge Pazsword f i
[ Pty iy Jamara]del M

Onganzatior: Califnni Peblic Ersplineses Rein e Sysiam

ilrllnrml Fonms 210325 Cpman 0T 3 00K 1204 P
i e Bk L e LiA

~ ] w0 P
7] Particigant Change
| Appoiement Changs:
A Hazalih
(7] Weret rieallh Emvalinan
7] M COBI Enpuliment
] Comngu Heath Man
1] Chig Coms dgn
] Camcel Coverans
1] chenge Medizal Grosp
| Chenge Premium Py
| Dt bt
1 Haatsanilarsh) Fie Transn
1 Slalus
| Pubiic Agency Ellng
1 eyl Fibie Trasivsafier

&) 2 B Inemet
2. Click the Tracking ID of the batch you want to send to CalPERS for
processing. Note: The Status column may show one of the following
messages:
Open
Waiting to be processed
Error
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PHelp Menu] [Soreen Eeip] Hsmh Trenwrion Lising

SubmiBach  [|  CancalBach |

1 Loy
0 oy O anEaine Calfarmia Pusic Ersplivees Rutinasas Sysiem
Ll roaarves: B TIRGAEM

] Particinas lmpiry

] Ui Accun Mainisnaede Tracking Lo X10320
] Aseiml Membor Statement = T Y
EM MM Fia QEaclion: 3

0 e P e
J Wienhikaita g Balch
7 Mirwr Enrafim e
|1 Participam Ghangs

cerdect BEIAGEIG 1255 PR

Hissye cick o n, of the S58 wou wish e View Edi

] &ppomiment Change [T Maskcallinf fecitons for pristing  |__PI Pretes

Satosm G e
2 x“""ﬁ'“‘““" a L 133456769  MewPERS Enmimant ey Mouse
J | z TIT-21-BT6T  Hew FERS Enmimam Luie C:oifeantic.

] Change Heaih Plan
'] chanpe Covmrage
1) Can el Coe e
1) iva i el Grosg
] Changs Pressme Py
__| Dependen
© Heahhabtember ship Fils Transier
]

[Help Bdesi) (S croen Hes] | Bl

_ ACES Transaclioeds) Awaiing Procsssin|
Eavel Dol List

REAL 1 23-45-6T00
Bardfr ferdes 01001 11570
Farner Jaramiy Mouse

Firgl Meame: | Ja e

1] W Evrmiirsarsi Wididla Harms fnilis

[ Particigan Changs: st Mam: | Mouss
e - Rgmnirreent Change P St |
4 Heakh
7 How Gopdor | Male &
A E.N:”u:m-l EE Diatime Fhone: (| il H = |
ey Pakehaes
:-I g‘;"‘ﬂ-‘ Heath ! & Dome=ic C Fomign !:.
€ 3l
& 2 interat

3. A list of saved transactions appears.
To view or make changes to a specific transaction, go to Step 4.
If the batch is ready to be submitted for processing, go to Step 8.
4. To view or make changes to a specific transaction, click on the Trans. No. next
to the appropriate transaction.
5. Information already saved appears.
To change information, go to the desired field, make change(s), and click
Save.
To delete a saved transaction, click Delete.
Note: If no Save or Delete buttons are visible, the batch has been submitted
and is closed. Reopen the batch to make any changes to the transaction.
6. When you are satisfied that all transactions are correct and you are ready to
send the batch to CalPERS for processing, select View/Manage Batch from
the Navigation Tree.

Reminder

To add or edit a transaction in a batch that has already been submitted, you must re-open the
batch, update and save the transaction, and resubmit the batch via View/Manage Batch
in order for the batch to be processed. Open batches will not be processed.
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On the Manage Batches screen, click the Tracking ID of the batch to be
submitted.

At the bottom of the Batch Transaction Listing, verify the e-mail address to
send the processing Summary Report. (The Summary Report specifies the
number of transactions submitted and the status of each transaction after
processing. See the Error Correction Process section for additional details).
Click Submit Batch to submit the transactions to CalPERS for processing.

If you want to cancel the entire list of transactions, click Cancel Batch.

You may reopen the :
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Reminder: If you reopen the batch to make changes, you must save the transaction

and re-submit the batch for processing.
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12. The Batch Confirmation page will appear indicating the batch was successfully
submitted to CalPERS. If you submitted your batch of transactions before 3:00

p.m. on a weekday, you will receive an e-mail notification with your Summary
Report the same day.

2 CalPERS - ACES - Microsoft Internet Explorer

o m mnications

[Help Menu] [Screen Help] Bﬂ.ﬁ':h Confirmaiion

D Log Out | Your batch was successfully submitted to CalPERS.

D Change Password
] Participant Inquiry Organization Mame: California Public Employees Retirement System
D User Account Maintenance Username: ITRAIN
_Internet Forms Tracking ID: 72923 \
D ViewManage Batch Date/Time Received: 07/27/2004 09:46 AM 12
D New Enroliment Mumber of Transactions: 11
D Participant Change E-mail address to send processing
D Appointment Change summary to: Personnel@publicagency.com
i 1 Health
“...] Dependent
@ Dane é O Intermet
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Printing from View/Manage Batch

You have the option to print a list of all transactions from View/Manage Batch
when the batch has not been submitted and is “Open,” or when the batch has
been submitted and is “Waiting to be Processed.”

1 Log oun

_] ] g anzator Califnnieg Pebilic Ersplinees. Reonsmsn Sysiam
Chamge P

7] Parcipan mouing Usamame |56l
] Usen dcconnt Mombesenc
7] Sl Memiser SEstmunm Toage ook s Trackg D0 view iTansactises
Elmge Pt Betws  DotoleRecewed
1 Erjmd i el EEE (121 500 1 2:55 P

~ ] mav Erro bt

N CalPERS. . ACES . Microsoft itz reet Bxplores |‘._ Eﬁl_'
:_"| Parbcipent Chamge - e = - - - [ =
T Appoimmant Changs, - : 2 i LA g I galiins fxeha slgm
] Ml T
__| D i — _________________ ____
=] ship File 1 [Hedgs Massie] [Sea et Help) faders Vnnidanclion S lias
s i L EmTTEEETTTE
L]
| Puibdic: Agency Biling N . Orgarizaton. Catformia Public Expimees Refiement Sysem
I Pay/moR Fibe Travsder _] Parsipant ey Ugamama: ATRAN
_'| Use Account FMaintasance, Tracking I0: 20320
7 drvrs Membe Siatems Status: Open
JIErIlmMHTn:m MumEsr of Transacions: ¥
[] Wiewtanage Batct DrabeiTine Rrec e wmd: 020452006 12656 P
| e Endnilsnan]
_"I M“m DA s E RO o THe TS, Wi, o 008 S50 W0 bl Te el S
jﬂpﬂﬂi‘ﬂl‘rﬂfﬂcw At Bl SramaEactona fof grinling _
el --——_
- ’“‘“"": e T 1 1ZROSHTAD  Maw FERS Enmament | ety Wougs-
j;::l mmberstm e Transter |:| 2 | TIT2RATA7 MawPERE Enmimen: Luka & o
| Pt Aganiy Billig | 3 B00-01-4080  Maw Healh Ervodiment Juln ¥isan
_{ Pl Fike Traiedar a1
& E L5l i ss 0 Samd precas Sing SEmesas | el e A g
o & @ o

1. Click View/Manage Batch on the Navigation Tree.
2. Click on the Tracking ID to open the batch you wish to print.
3. Select transactions to be printed in either of the following ways:
A. Check the box in the “Print” column to mark individual transactions
B. Check the box “Mark all transactions for printing” to select all
transactions.

4. Click Print Preview to format transaction(s) for printing (formatting may
take up to one minute). This will open in a separate browser window.
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5. Click the “Print” button on your browser, or press Ctrl + P then “OK” to print
the transactions. One transaction will be printed per page.
6. Click the “Close” [X] button to close the printing window.
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Please Note: Pop-up Blockers may prevent the Print Preview function from
operating. To temporarily disable a pop-up blocker, hold the Ctrl button down
on your keyboard while clicking on the Print Preview button.

NOTE FOR NETSCAPE USERS: When using the “Mark all transactions for printing,” the
pages are not paginating correctly. In order to print one transaction per page, you must print

each transaction individually. In addition, only the first page, up to a total of 11 transactions,
can be printed. For this reason, if you desire to print your transactions, you should limit each

batch to no more than 11 transactions per batch.
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New Enrollment

Use the New Enrollment function to add a new PERS appointment, with or without an
attached health enrollment, or Non-PERS/STRS appointment with health enrollment. **

If the Participant has been previously enrolled for CalPERS Retirement
benefits with your organization and is now enrolling for Health benefits only,
use the New Health Enrollment screen.

1. Select New Enrollment from the Internet Forms folder on the Navigation
Tree.

2. Enter the Participant’s SSN (Social Security Number) and Birth Date, and
click Get Data or press Enter.

“NOTE: State Employers (with the exception of Non-Central agencies) cannot

enroll employees directly into CalPERS membership through ACES - this must

be done through the State Controller’s Office Personnel Information

Management System (PIMS).
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3.

28

Birth Date Certification: Indicates whether the birth date currently on
record has been certified with specific documents by CalPERS. If you
believe a certified birth date is incorrect, you must contact CalPERS to
have it changed.
If the Participant does not have a pre-existing appointment, the message
New Participant Enrollment appears in the Participant Information section.
Birth Date Certification will display a status of “No Certification.”
Continue to Step 3.
If the Participant has a pre-existing appointment (i.e., enrollment with a
previous employer), previous demographic information appears. If the
information is correct, go to Step 4. If the information is incorrect, update
the information. For new enrollments with no existing information in the
system, first enter demographic data (green /bold /italic fields are required):
- First name
Middle name/initial
Last name
Name suffix
Gender
Employee’s (EE) daytime telephone number
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4. Enter Participant’s address.
Domestic or Foreign Address Type (the default is Domestic)
Address Type (the default is Mailing)
Supplemental Address Type
Supplemental Address Line (prints above address line to be used with
Supplemental Address Type)
Street Address /PO Box
Additional Address Line

City
State

- ZIP (only first five digits are required)
5. Click Appointment to advance to the next New Enrollment screen.
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6. Enter Appointment information.
Organization name. Your organization name automatically populates
this field. (If you are a registration servicer who processes transactions
for other agencies, select the name of the member’s agency from the
drop-down menu.)
Appointment Status (the default status is Active)
Retirement System (the default is CalPERS)

Only State Employers will see the following fields (Note: Legislative employers
should not enter data into these fields):

SCO Agency /Unit /Class /Serial (use the most current external position
number)

Bargaining Unit Rank /Unit
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7. Click the Get Coverage Group button in order to populate all valid Coverage
Groups associated with the Appointment Start Date. If CalPERS was selected
as the retirement system in Step 6, enter the following information:
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Coverage Group. Select appropriate value from the drop-down menu.
Optional Member: This box should be checked only if the employee is an
"Optional” member (such as an elective officer or a legislative employee)
that is electing to enter CalPERS membership.

NOTE: For elective officers (e.g., City Council, County Board of Supervisors),

the Election of Optional Membership form (AESD-59) must still be signed by

the employee and sent to CalPERS.
Basis for Membership. Click the button to select the reason the Participant

gualifies for CalPERS membership. (This section is optional. Please refer
to the Public Agency Procedure Manual for the requirements.)

] e

ACES User Guide 31



NEW ENROLLMENT

8. If you wish to view (or have corrections to) demographic or address
information, click Address. Return to Step 3.

9. If the Participant is only enrolling in Retirement benefits with CalPERS, and all
information is correct, click Save.

10. If the Participant is also enrolling in Health benefits with
CalPERS, click the Health button to attach the health
enrollment to the eligible appointment.

Don’t forget to
submit your
batch via
View/Manage
Batch!
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11. Enter Health Enrollment information (green /bold /italic fields are

required):

Health Event Reason

Event Date

Health Benefits Officer (HBO) Received Date
Health Event Effective Date

12. Click Get MedPlan. This queries ACES for all Medical Groups and Health
Plans effective on the health event effective date (this includes future effective
dates) for the participant’s ZIP code. The Plan Name will populate in the
drop-down list for selection. Choose the appropriate plan (both State agency
and Public agency plan codes are shown).

13. Continue to enter Health Enroliment information:
Plan Name (ACES provides a list of available plans)
Party Rate (See Glossary or on-line Help for definition)
Eligibility ZIP (Complete this field only if Residence or Employer ZIP
used for eligibility is different from mailing ZIP code)
ER Address (Check this box when the enrollment is based on the
Employer’s ZIP Code)
Primary Care Physician
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34

Coverage Type (the default is Basic)

Medical Group (State Agencies will not see this field. This applies to
public agency and school district employees only; the employee’s
recognized employee group associated with the contract (resolution) for
health benefits.)

Spouse SSN. Required if married or registered domestic partner, unless
spouse or domestic partner will also be a dependent on Participant’s
Health coverage; in that case their SSN is entered in the Add Dependent
list (see Step 15)

Qualifying SSN (Required when enrolling in own right due to loss of
other CalPERS coverage)

14. If Participant has
dependents to enroll,
go to Step 15. If no
dependents, click Save.

Don’t forget to
submit your
batch via
View/Manage
Batch!
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a =1 E3
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15. To enroll dependents, enter dependent information (green /bold /italic

fields are required.)

SSN (Required for dependent who is a spouse or domestic partner. Users
are also encouraged to enter SSNs for all dependents if possible.)

First Name

Middle Name/Initial

Last Name

Name Suffix

Gender

Birth Date

Relationship

Coverage Type (the default is Basic)
- Primary Care Physician

16. When you have entered all required

information, click Add to List. If this step is
skipped, dependent information will not be sent to
CalPERS.

If this is the only dependent to be added, go

to Step 20

To enroll additional dependents, return to

Step 15

*x% ATTENTION ***
Previously Existing
Dependents:

If an employee previously had
health coverage from CalPERS
through another employer, any
previous dependents will be listed
in the Dependent List. In order for
the dependents to become active
under the new plan, you must
select the dependent name of
each dependent. The Coverage
Type then defaults to “Basic.”
Click Update List, then save your
transaction.

For more information about
dependents, see the section
Internet Forms: Dependent.
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To add, change, or delete information for a dependent you’ve just added,

go to Steps 17-18

To add, change, or delete the Participant’s demographic/address

information, go to Step 19

17. To make changes to a dependent you’ve just added (but before you’ve
saved), click on the dependent's name. When information appears, make the
desired changes. Click Update List. (Do NOT click Add to List; otherwise,
another dependent will be created.) When you are satisfied that all

18.

19.

20.

information is correct, go to Step 20.

To delete a dependent you’ve just added (but before you’ve saved), click on
the dependent's name. When information appears, click Delete From List. When

you are satisfied that all information is correct, go to Step 20.

If you need to correct or add information to the Participant’s address or
appointment information, click Address or Appointment. If you have added

this health enrollment in error, click Cancel Health.
When all adds/changes/deletes are completed, click Save.

ualiing ssn: [ ||

Bart Simpsan 12114519582 Child Male

Spouse SSM: I I I [Required if married and not adding == 4

Gender |Coverage Type

Basic
Lisa Sirmpson 1211451980 Child Female Basic

submit your
batch via
View/Manage
Batch!

1 0f1

First Name: |Lisa

Middie Namenitial:[ |
Last Name: |Simpson
Name sumc [ ¥]
Gerder: I Female 'l

Birth Date: [12 |15 {1980 | (mmidaienn
Refationship: I Child j

Coverage Type: | Basic j

Primary Care Physician:l

SEM; I I I [Required for spouse/Domestic partners)

Addtolist | Updatelist | Delete FromList |

<=pddress | <=appointment | cancel Heath |

|

|@ Done

A
)j ig | Intemet

Don’t forget to

J

N
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PARTICIPANT CHANGE

Participant Change

Use this function to edit an existing Participant’s demographic information.

1. From the Internet Forms folder on the Navigation Tree, select Participant
Change.

2. Enter the Participant’s SSN and click Get Data or press Enter. The
Participant’s previously entered information appears in two sections:
Participant Demographics and Participant Address.

THad Werae] [ Sicnnmi Halp)

Pardicfpnd Champe

1 Low 0um -
] Chemge Password 55 i et Dala | pChch one sime onkyd
] Pomtacipant mainy [TEETES Fertie Db
] User dcommnl Mambesance Oranication
] Szl Membar Statemam
Ermplover fapon : .
o IMerme Farms D CalPERS - WCES . Microsaft |ator
1] e Manage Batcs
] W B ;
s et g THad Whstsi] [ Sicaaei Hislj] Formcipans {hosps
| Haralth
- 1@ b I
Ju;iqu;hﬁrn R L:_w,, S5 001400 (Clea
1 stals j mu.::m Bearme: John WAlson Bl Dnster: DEH 371863
i Paibstic Agency Biling | 7] Uses Acceunt Manbseesce Oingasizatot City of Garden Gri
i PayTodFile Transfer | ™ gomel Member Statemn g
Ermglower fapon
4 Imerm Fonms
] i Manage Batch Firsthisrme: |John | N
1] mes o Dsven wRdde Hair | Iniiat
L] Particigant Change LastMame [Wison |
:II“ hm“ o Mame Sulle v
_ ) Dapenem Gonder| Mele & >
__1 Hualtktiembership Fie Transier Bt Dale: 02131 362
1 St Tucw Birth Date: .1 ! iy
=) Pullic hgancy Biling Eath Dk Coistion Mo Cenfcatan
. T EECatrneProne | [ - Ext | J
-ﬂ— % Damastc C) Faraign
Aderass Type: | Meilig w
Egpiamantal Type -
Address |
St A0 Booe | BTTH Outiok Wy |
Acktiorsal Aderescs Ling: |
ity | Riarsida |
Sffe | Celfamin -
70 | BP0 - I
1 o L
A pore S @ it

3. Participant Demographics: Change or add desired information at the fields
listed below (remember that green /bold /italic fields are required):
First Name
Middle Name/Initial
Last Name
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__| Public Agency Billing

Name Suffix
Gender

Birth Date (Date currently on file is displayed here)

New Birth Date (Note: If there is a birth date certification, this change
cannot be made via ACES. Contact us at 888 CalPERS (or 888-225-7377) to

have this change applied.)

FBEX
|~

Birth Date; UYMTZITHE
MewBithDate:| [} immiaaimoy
Birth Diate Cedification: Mo Cerification

EE Daytime Fhone: d:b EH Ext

® Domestic ) Fareign

Address Type: Mailinc_i ¥ \

SupplementaIT\;pe:l v|

Supplernertal Address:l |
Street AddressiPQ Box |2 Any Road | >
|
|

Additional Address Line: |

City: |Any City
S!are:l Califormia v |
e o )
Save| Reset
_ |
& S ® Internet .

4. Participant Address: Change address information by altering the following:

Domestic/Foreign address type (the default is Domestic)

Address Type (the default is Mailing)

Supplemental Address Type

Supplemental Address Line (prints above address line to be used with
Supplemental Address Type)

Street Address /PO Box

Additional Address Line

City
State
ZIP (Only first five digits are required)
5. When all changes are complete, click Save. Don’t forget to
NOTE: The effective date of this transaction will be the sl s
date the transaction is processed. View/Manage
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Appointment Change

The Change Appointment Status /Coverage Group changes a Participant’s
appointment status and/or coverage group. You may also change the
Participant’s address at the same time.

(Appointment Status definitions are listed at the end of the function instructions.)

SAHMIE d

[Hiss Mesis] [Scamen Haip] e Appolniment Siatus Chavpe Coverage G

1 Liowp um
] Chamge Password sane | {lech: one Bme onkg
] Poripan oy e Birih Dhahes.
] Uses fccmeni Mnmbenancs thryaniralin
] el Memmiver Statemem
Ermglower fapon

% Imermet Forms

L] WieneMemane Batch |
1] i Eirn rvesn
] Particignt Crange |
>j ::‘"Em hobioh [Hadpy Riama] [Scraats Halp | Lbange Appoiminsend S Uense Covernge Crowp
- 5aua| Resat
B Ivporian 3 Logou SEA BOO-D1-4002  |Ekear)
1 Hoamsppeibershit F T ) coage paswond
L Status [ Parkcian lagsiry Hames Jahnathon Walsen BirthiDeabes 0521 271 BE2
APl ey BIAND | ] | e At Oryaiiz albore Gy of Dardan Grave
1 PayyTol File Trameedor 7] sl Memites
Enegl mvar Fapant! Click: ot thn affecthee datn to sslect appoEbmET.
i Introve Forms __-_-—-_
ﬁ— T iewmanags Buich Tt SEnng .h::u'-'a 129?9. .'-‘IJI:IIJ1 Hatm g Puuln-a'npjumna Hing 0
1] Mo Bl B3 FULL Fstimmant :
1 Particinas Changs 1 ol
] Dppoiniman Ceange
1 Health Emocove prie |
— I Dpendent Appoiniment Siaus. | Actie -
| Hieit i Wb e s Pl Tr aesifiar
RE-FyTEs
S ks Ay g
1| Pegrali File Transfer Cowarai Oroup: | 70007 Misc™WWi0 55 FULL (=
dptiorsl Member: [
s B el

1. Open the Internet Forms folder and click on Appointment Change.
2. Enter the Participant’s SSN, and click Get Data or press Enter.

3. You will see the screen as it appears above, with the Participant’s
appointment history by date. Locate the appointment you wish to view and
click on the Effective Date. The fields below will populate with appointment
information. (If the Participant has more than five appointments, click
Previous or Next to scroll through the history.)
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PHalp e |Scroen Heip) Chamee Appeirmen SiemsCinnge Covernpe Granp
] Log o

He _— ssie 930-00-0002 [ Glaar|

] Portic i Marmz Johrathon hilson Eirth [ates 031 31 662

"] User Aceount Maintenance gz atiy: CRy of Garden Crove

] Rnnueat Menbes Siatemen
Efnplneer Fespor Wb o he 2T bl ol D S8lec apooiniment

- Intemet Formes EffectheDate St Emol  CovrageGiowp Opt - D
_'I Wimwrtanage Baich : i.ﬁli = ﬁ#l.i'& IQ_IB-"' '."I.JIJFIJ ﬁaﬂm Hﬂ. F"!“!: Cry n Hﬂ“"
] Mew Emcaliment SEFULL Rapp :
] Paricipant Change 1ok 3
] Apmointraent Chizmge o
| Heamh Effacive Date |:.|'_.l' o )
| Depandeen Aggniniingrt Stalue: | Scthe =

__ HealikMesmbiarshio File Transfer

__ | Siatig

| Puliic Agency Blling [ ol caversge Cooup |
1 Payrall Fite Transfar Coowarage Group: | 20001 MiscWi0 ESFULL = @
Ceonal Memier [
Basls for Membership: O3 Fulk Time for = B monds >

(3 ParkTire == 20 s fr == 1 year

C Indetanninaty == 205 3 weskior | vas
1000 howrs £125 day= in FY

(2 Alresnty 3 PERS Mernber

(5 Mo o the sk /

(® Darmestc I Foraign
Agdrass Fypa: | Mailing -

Supplarnamtal Tepa: .

] Lo : S o berrmt

4. Enter the Effective Date of change.

5. Change any applicable information as follows:
Appointment Status (See Page 41 for definition of options)
Click Get Coverage Group and change the Coverage Group
Optional Member (if applicable)
Basis for Membership (if applicable, refer to Public Agency Procedure
Manual for definitions)

6. If this completes the changes, click Save. If you need to change the
Participant’s address as well, scroll down the page and continue to Step 7.
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J File Edit “iew Favoites Tools Help |J a7

J Address

| Links

1000 hours F 125 days in FY ;I
© Already a PERS Member

& None ofthe above

& Domestic © Foreign ~

Address Type: I Mailing 'l
SupplementaIType:l j
Supplemental Address: |

Street Address/PO Box: |1 Ay Ave

Additional Address Line: |
City: [Any City 8
State: | Califarnia, j

ze:[rrr | ]

i€l REN I CR

7. Change address information by altering the following:
Domestic/Foreign address type (the default is Domestic)
Address Type (the default is Mailing)
Supplemental Address Type
Supplemental Address Line (prints above address line to be used with
Supplemental Address Type)
Street Address /PO Box
Additional Address Line

City
State . . o . Don’t forget to
ZIP (Only first five digits are required) sgbmiﬁ your
atch via
8. When all changes are complete, click Save. View/Manage

Batch!

ACES User Guide

41



APPOINTMENT CHANGE

Appointment Status Definitions

STATUS DEFINITION

Currently working in this position, or has returned from a

Active
leave.

Educational Leave (State employees
only)
Family Leave of Absence Approved maternity/paternity leave.

Leave is granted for the purpose of further education.

Worker in a safety classification placed on leave for a
Industrial Disability Leave work-related injury or illness. Available to local
miscellaneous employees by contract amendment only.

Layoff Layoff (or in lieu of involuntary transfer).

Select this status only when the Retirement System is
JRS1 or JRS2

Leave granted for the purpose of giving birth, and/or
caring for a newborn child.

Absent from work due to active service with a branch of
the United States Armed Forces.

Off work and receiving temporary disability payments for
a non-job-related injury or illness.

Leave of Absence

Maternity/Paternity Leave

Military Leave of Absence

Non-industrial Leave of Absence

Left work with no projected date of return. This status
must be granted for Participant to be eligible for refund
of CalPERS contributions. Selecting this option opens
the Status Reason field. (Note: If employee is granted
this status and then returns to work at your agency, you
are required to enter a new enrollment for that person).

Permanent Separation

Sabbatical Leave Full Pay On approved leave; receiving full compensation for time

not worked.

Sabbatical Leave Partial Pay On approvgd leave, but is receiving partial
compensation.

Service Leave of Absence On approved leave.

(State employees only.) Educational LOA, Partial LOA,

Special Leave of Absence or Special Leave for Research or Creative Activity.

Temporarily separated from employment for a minimum
of two (2) months and is expected to return. (NOTE: A
Temporary Separation separation of fewer than two months is not reported to
CalPERS.) Select this status when none of the other
status definitions apply.

A non-vested member who is subject to a G.D. 20306
Retirement Plan is working fewer than 20 hours a week,
and must switch from CalPERS coverage to the
Alternate Retirement Plan.

Worker in “miscellaneous” (i.e., non-safety) classification
is placed on leave for a work-related injury or illness.

To Alternate Retirement Plan

Workers Compensation Leave
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